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NextGen UI for Concur Request – End Users  
 

Section 1: Overview 

SAP is pleased to announce the Next Generation User Interface (NextGen UI) for 
Concur Request – a new interface for Concur Request end users. The NextGen UI for 
Concur Request provides an intuitive, integrated, efficient experience. The following 
pages describe the enhancements. 

 
In this Guide 

In this guide, the current user interface is called the existing UI. The Next Generation 
user interface for Concur Request is called NextGen UI. 

 
Affected Users 

The NextGen UI for Concur Request affects end-user pages and processes. It does 
not affect: 

 Pages and processes used by processors, even if the request being viewed 
by the processor was created by a Concur Request user in the NextGen UI 

 Profile 

 Tools or configuration pages 

 
Screen Samples and Features 

Remember, Concur Request features are configurable by your company so the fields, 
layout, options, etc. shown in this guide may differ from those chosen by your 
company. 
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Section 2: Manage Requests Page 

When you click the Requests tab, the Manage Requests page appears. 
 

The Manage Requests page has been simplified, and there are a number of 
changes to the page: 

 Request Tiles 

 View List 

 Request Lists 

 Create New Request 

 Delete, Copy, Close/Inactivate Buttons 
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Request Tiles 

When viewing active requests on the Manage Requests page, requests are now 
displayed as individual tiles. 

 
Existing UI 

 
In the existing UI, your active requests are displayed in a list. 

 

 

NOTE: In the existing UI, you can copy and delete selected requests from this page. 
In the NextGen UI for Concur Request, those tasks are completed from within a 
request, as detailed later in this guide. 
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NextGen UI 
 

In the NextGen UI for Concur Request, each active request is displayed as an 
individual tile. The tiles are sorted by date of creation. 
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Each tile includes the following information: 

 Request name 

 Status 

 Request date 

 Total 

 Alert indicator (if request contains any alerts) 

 Request's workflow status, such as Submitted and Pending Approval (if 
applicable) 

 Approver's name (if applicable) 

 Tile banner color indicates request status 
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View List 

The Manage Requests page in the NextGen UI for Concur Request still has a View 
list for viewing requests by status and for viewing all requests. The View list has the 
same selections, but the selection names have been updated to be more concise. 

 
Existing UI 

 
In the existing UI, the View list looks like this. 
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NextGen UI 
 

In the NextGen UI for Concur Request, the View list still defaults to Active Requests, 
but you can easily view other requests. 

 

 
From the View list, select one of the request statuses or All Requests. 
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For example, if you select Not Submitted, the unsubmitted requests appear. 
 

To sort, click the column headings. 
 

 
To return to the active requests, select Active Requests in the View list. 
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Create New Request 

To simplify the process for creating a new request, in the NextGen UI for Concur 
Request, the Create New menu above the Manage Requests page is removed and 
there is now a Create New Request tile and button on the page. 

 
Existing UI 

 
In the existing UI, users can create a new request by clicking New Request from the 
Create New menu. 
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NextGen UI 
 

In the NextGen UI for Concur Request, when Active Reports is selected from the 
View list on the Manage Requests page, there is a Create New Request tile at 
the top of the page. 

 

 
When Not Submitted, Pending Approval, Approved, Cancelled, Closed, or All 
Requests is selected in the View list, there is a Create New Request button at the 
top of the page. 
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Clicking the Create New Request tile or Create New Request button opens the 
Create New Request page. 

 
 For more information about creating requests in the NextGen UI for Concur 

Request, refer to the New Request and New Expenses – The Basics section in 
this guide. 

 

 
Delete, Copy, Close/Inactivate Buttons 

In the existing UI, you can copy, delete, close, and inactivate selected requests from 
the Manage Requests page. In the NextGen UI for Concur Request, those tasks are 
completed from within a request, as detailed later in this guide. 

 
 For more information about copying, deleting, closing, and inactivating 

requests in the NextGen UI for Concur Request, refer to the Edit Requests, 
Copy Requests, Delete Requests and Expected Expenses, and 
Close/Inactivate Requests sections in this guide. 
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Existing UI 
 

In the existing UI, the Delete Request, Copy Request, and Close/Inactivate 
Request buttons are located at the top of the Manage Requests page. 

 

 
NextGen UI 

 
In the NextGen UI for Concur Request, requests can be deleted by clicking the delete 

icon, , located next to the request name and amount. 
 

Depending on the request's current status, a request can be copied by clicking the 
Copy Request link or by clicking Copy Request from the More Actions list. 
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In an approved request, a request can be copied, closed, inactivated, or recalled 
from the More Actions list. 

 

 

 

Section 3: New Request– The Basics 

Just as before, typically when you create a new request, you start with the general 
request-specific page (the Request Header tab) and then move to the Segments 
tab to add the applicable travel segments. Though this basic process has not 
changed, the pages are more streamlined and easier to manage. In virtually all 
cases, when working with requests: 

 The fields are larger and easier to navigate. 

 Required fields are now marked with a red asterisk instead of a red band 
at the left edge of the field. 
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New Request 
 

Existing UI 
 

In the existing UI, the Request Header tab on the Request page looks like this. 
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NextGen UI 
 

In the NextGen UI for Concur Request, the header page is called Create New 
Request. The fields are larger and easier to navigate. 

 

 

NOTE: The fields that appear on this page are configurable by your company, so 
your Create New Request page may be different from the one shown here. 

 

 

Complete the fields and click the Create button to move to the next page. 
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Segments 

How segments appear in a request has significantly changed between the existing UI 
and the NextGen UI for Concur Request. While the functionality of segments is the 
same, how they are created and displayed for a request in the NextGen UI is 
different. 

 
Existing UI 

 
In the existing UI, segments are created for a request on the Request page by 
clicking a segment type icon and entering the segment information on the 
Segments tab. 

 

 
NextGen UI 

 
In the NextGen UI for Concur Request, the term Segment is replaced with the term 
Expected Expenses.  
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CREATE AN EXPECTED EXPENSE – TYPICAL PROCESS 
 

To get started, click the Add button to view the list of expense types and then 
select the applicable type. 

 

NOTE: In the search box at the top of the list, you can enter all or part of an 
expected expense name. 
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Clicking an Expense Type opens the page for the selected type. 
 

 

NOTE: The fields that appear on this page are configurable by your company, so 
yours may be different from the one shown here. 

 

 

Complete the fields and click Save and it will be added to the Expected 
Expenses list. 
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Navigating Between Expected Expenses  

If a request contains multiple expected expenses, left and right navigation arrows 
are displayed to the left of each expected expense name in the request. The 
navigation arrows allow you to quickly navigate between the expected expenses in 
the request without having to return to the Expected Expenses page. 

 

For the first expected expense in the request, the left navigation arrow will be 
disabled. For the last expected expense in the request, the right navigation arrow 
will be disabled. 

 
Attachments 

The process for adding attachments, such as an image or PDF, to a request is the 
same in the NextGen UI for Concur Request. 

 
Existing UI 

 
In the existing UI, attachments are added to the request by clicking Attach 
Documents in the Attachments list on the Request page. 
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NextGen UI 
 

In the NextGen UI for Concur Request, attachments are added to the request by 
clicking Attach Documents in the Attachments menu on the Expected Expenses 
page. 

 

Clicking Attach Documents opens the Document Upload and Attach dialog. 
 

Click Upload and Attach to add an attachment to the request. 
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After adding an attachment to a request, the attachments icon, , is displayed next 
to the Attachments menu to indicate that the request has attachments. 

 

 
You can view, delete, or add additional attachments from the Attachments menu. 

 

 
Recently Used Feature for List Fields 

List fields on the Concur Request forms display the most recently used selections 
when filling out a list field. When you click in a list field, the most recently used 
selections are displayed under Recently Used at the top of the list of selections. 

 
The Recently Used feature is available for list and connected list fields configured in 
Forms and Fields (Administration > Request > Forms and Fields) and all 
location list fields. The Recently Used feature is available for these fields on the 
request header, segment, and expected expense forms. 

 
The Recently Used feature is not currently available for country/region, currency, 
policy, or vendor list fields. 
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The most recently used selections for a list field are displayed under Recently Used 
in a list field's list of selections. 

 

 
If no selections have been made for a list field before, the Recently Used list is not 
displayed at the top of the list field's list of selections. 
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Section 4: Additional Menus on the Request 

The following menus appear on the request: 
 Request Details: The Request Details menu is a new menu in the 

NextGen UI for Concur Request. The menu contains selections for editing 
the request header, accessing the request timeline, otherwise known as 
the approval flow in the existing UI, and audit trail 

  
 For more information about the request timeline, refer to the 

Approval Flow/Request Timeline section in this guide. 
 

 For more information about the audit trail, refer to the Audit Trail 
section in this guide. 
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 Print or Print/Share: On the Print and Print/Share menu, the options 
should be the same as your current menu. The Print/Email menu in the 
existing UI is named Print/Share in the NextGen UI for Concur Request. 
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 Attachments: On the Attachments menu, the options should be the 
same as your current menu. The View Documents in a new window 
selection in the existing UI is named View Documents in the NextGen UI 
for Concur Request. 

 

 

NOTE: The options in these lists are configurable by your company so yours may be 
different from what is shown here. 
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Section 8: Approvals 

The Approvals UI and functionality in the NextGen UI for Concur Request is very 
similar to the existing UI. 

 
Existing UI 

In the existing UI, the Requests tab on the Approvals page looks like this. 
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In both the existing UI and the NextGen UI for Concur Request, you can access the 
Approvals page by clicking the Approvals tab or clicking the Authorizations 
Requests link under Required Approvals in the My Tasks section of the SAP 
Concur home page. 
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You can select the check box for a request and click Approve to approve the request 
or open the request and approve the request from within the request. 

 

Clicking Requests at the top of the Approvals page opens the Requests Pending 
your Approval page. 
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Clicking the row for a request opens the Request Header tab for the request. You 
can click Approve or Approve & Forward to approve the request from within the 
request. 

 

 
On the Requests Pending your Approval page, you can open the view list to view 
the approved requests or navigate back to the Requests Pending your Approval 
page. 
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NextGen UI 

In the NextGen UI for Concur Request, the Requests tab on the Approvals page 
looks and behaves the same as it does in the existing UI. To open an individual 
request, click the request link in the Request Name or Request ID column. 

 

 
Clicking Requests at the top of the Approvals page opens the Requests Pending 
your Approval page. 
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On the Requests Pending your Approval page, you can open the view list to view 
approved requests or navigate back to the Requests Pending your Approval 
page. 

 

 



NextGen UI for Concur Request – End User Transition Guide 
Last Revised: May 20, 2022 
© 2004 - 2022 SAP Concur All rights reserved. 

33  

Approving a Request 
 

You can approve a request from the Approvals page or from within a request. 
 

To approve a request from the Approvals page, select the check box for the request 
and then click Approve. 

 

To approve a request from within a request, open the Expected Expenses page, 
and then click Approve. 

 
To open the Expected Expenses page for a request from the Approvals page, click 
the request link in the Request Name or Request ID column. 
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To open the Expected Expenses page for a request from the Requests Pending 
your Approval page, click the request link in the Request Name column. 

 

 
Approving and Forwarding a Request 

 
In the existing UI, you can approve and forward a request to another approver using 
the Approve & Forward button in a request. In the NextGen UI for Concur Request, 
you use the More Actions > Edit Approval Flow selection. 

 
 To approve and forward a request to another approver 

 
1. Open the request from the Approvals or Requests Pending your Approval 

page. 
 

2. Click More Actions > Edit Approval Flow. 
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3. In the Edit Approval Flow dialog, click Add Step. 
 

 
4. In the User-Added Approver field, start typing the approver's name to 

search for the additional approver, and then click their name to populate the 
field. 

 

 
5. Click Save. 
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6. Click Approve. 
 

 
The request is approved and forwarded to the next approver. 

 
Sending a Request Back to Submitter 

 
In the existing UI, you can send a request back to the submitter using the Send 
Back Request button in a request. In the NextGen UI for Concur Request, you use 
the More Actions > Send Back to Employee selection. 

 
 To send a request back to the request submitter 

 
1. Open the request from the Approvals or Requests Pending your Approval 

page. 
 

2. Click More Actions > Send Back to Employee. 
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3. In the Send Back to Employee dialog, click enter the reason you are 
sending the request back, and then click Send Back. 

 

The request is sent back to the request submitter. 
 

After sending back a request to the submitter, when the request submitter 
resubmits the request, the resubmitted icon, , is displayed for the request 
on the Approvals > Approvals Home page. 
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Section 9: Approval Flow/Request Timeline 

The Approval Flow feature in the existing UI has a new name, Request Timeline, and 
new location in the NextGen UI for Concur Request. The Request Timeline option 
shows approval workflow and comments for the request. 

 
Existing UI 

In the existing UI, you can view a request's approval workflow from the Approval 
Flow tab on the Request page. 
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NextGen UI 

In the NextGen UI for Concur Request, you can view a request's approval workflow 
and comments from the Request Timeline page. To access the Request Timeline 
page, on the Request Details menu, click Request Timeline. 

 

The Request Timeline page displays the approval workflow for the request, a 
summary of the approval activity for the request, and any comments added to the 
request. 

 
This is the Request Timeline page for an unsubmitted request. 
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This is the Request Timeline page for a submitted and approved request. 
 

If you do not have a request approver assigned to you or have permissions to 
change the request approver, click the Edit link on the Request Timeline page to 
add or edit the request approver. 

 
Clicking the Edit link opens the Edit Approval Flow dialog. 
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You can add comments to the request by clicking the Add Comment link on the 
Request Timeline page. Clicking the Add Comment link opens the Add Comment 
dialog. 

 
Enter a comment and click Save. 

 

 
Saved comments are displayed in the Request Summary section of the Request 
Timeline page. 
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Section 11: Printed Report/Email Page 

The printed report page for requests has a new look and feel, but is essentially the 
same between the existing UI and the NextGen UI for Concur Request with just a 
small number of changes. 

 
Existing UI 

In the existing UI, the buttons for saving the report as a PDF, emailing the report, 
printing the report, or closing the report are located at the top of the printed report 
page. 
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NextGen UI 

In the NextGen UI for Concur Request, the buttons for saving the report as a PDF, 
emailing the report, printing the report, or closing the report are located at the 
bottom of the printed report page. In the existing UI, the button for saving the 
report as a PDF file is named PDF. In NextGen UI, the PDF button is renamed to 
Save as PDF. 

 
Each section of the printed report page is now enclosed in an individual box to help 
improve the readability of the report by making each section visually distinct. 
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Section 12: Audit Trail 

You can view the request and expected expense-level activity for a request in the 
request's audit trail. The audit trail has a new location in the NextGen UI for Concur 
Request. 

 
Existing UI 

In the existing UI, you can view a request's audit trail from the Audit Trail tab on 
the Request page. 
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NextGen UI 

In the NextGen UI for Concur Request, you can view a request's audit trail from the 
Audit Trail page. To access the Audit Trail page, on the Request Details menu, 
click Audit Trail. 

 

The Audit Trail page displays the request name and amount and details the 
request-level and expected expense-level activity for the request 
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Section 13: Multi-Leg Flights and Rail Trips 

The NextGen UI for Concur Request supports multi-leg flights and rail trips. The 
NextGen UI has the same multi-leg functionality as the existing UI with one new 
addition. In the NextGen UI for Concur Request, the destination in the To field of the 
previous leg is now auto-populated in the From field of the next leg of the flight or 
rail trip. 

 
Existing UI 

In the existing UI, you have to manually enter the previous leg's destination in the 
From field for the next leg of a flight or rail trip. 
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NextGen UI 

In the NextGen UI for Concur Request, the destination from the To field of the 
previous leg is automatically populated in the From field of the next leg of the flight 
or rail trip. 

 

 
Section 14: Expense Reports Associated with Requests 

In the NextGen UI for Concur Request, when expense reports are associated with an 
approved request, you can access the expense reports from within the request. 

 

NOTE: In order to access expense reports associated with a request from within a 
request, Concur Request and Concur Expense must be activated and integrated. 
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When an expense report is associated with a request, the REPORTS section is 
displayed below the Request Details menu on the Expected Expenses page. 

 

The REPORTS section displays the total number of expense reports associated with 
the request, the total amount of the combined expense report amounts, and the 
individual expense report amounts. 

 
If only one expense report is associated with the request, clicking the REPORTS 
section opens the expense report in Concur Expense. 

 
If more than one expense report is associated with the request, clicking the 
REPORTS section opens the REPORTS page. The REPORTS page displays the list 
of expense reports associated with the request. 

 

To view an expense report in Concur Expense, click the expense report name or ID in 
the Report Name column. 

 

Clicking  on the REPORTS page, returns the user to the Expected 
Expenses page. 
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Section 15: Confirmation Agreement 

If confirmation agreements are configured for request policies, when a user clicks 
Submit Request the Submit Confirmation Agreement assigned to the selected 
request policy appears. 

 
When the request approver clicks Approve, the Approval Confirmation Agreement 
assigned to the selected request policy appears. 

 
Existing UI 

 
In the existing UI, clicking Submit Request opens the Submit Confirmation 
Agreement. The request creator clicks Accept & Submit to complete the request 
submission. 

 

When the request approver clicks Approve to approve the request, the Approval 
Confirmation Agreement opens, and the approver clicks Accept to complete the 
approval. 
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NextGen UI 
 

In the NextGen UI for Concur Request, clicking Submit Request opens the Submit 
Confirmation Agreement. The request creator clicks Accept & Continue to complete 
the request submission. 

 

When the request approver clicks Approve to approve the request, the Approval 
Confirmation Agreement opens, and the approver clicks Accept to complete the 
approval. 
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Section 25: Edit Requests 
 
Edit the Request Header 

With the request open, on the Request Details menu, click Edit Request Header. 
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Clicking Edit Request Header opens the Edit Request Header page. 
 

You can also click the request's name at the top of the Expected Expenses page to 
open the Edit Request Header page. Placing your pointer over the request name 
turns the name into a link. 

 

On the Edit Request Header page, make your changes and click Save. 
 

NOTE: The request policy associated with a request cannot be edited after the 
request policy assigned to the request is saved during the initial request creation 
process. 
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Edit an Expected Expense  

With the request open, select the expected expense you want to edit and then click 
Edit. 

 

Clicking Edit opens the expected expense details page. Make your edits and click 
Save. 
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Section 26: Copy Requests 
 
Copy a Request 

With the request open, click the Copy Request link or the Copy Request button, or 
click More Actions, and then click Copy Request. 

 

NOTE: The request's current status and the other actions available to the request 
determine whether the Copy Request link, the Copy Request button, or the More 
Actions menu with the Copy Request selection is displayed for the request. 
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The Copy Request dialog appears. 
 

Complete the fields and then click Create New Request. 
 

In the NextGen UI for Concur Request, the information that is copied, and the 
information that is not copied when copying a request, is the same as in the existing 
UI. 

 
Information Copied 

 
The following information is copied from the source request: 

 Expected expenses (if the Expenses check box is selected (enabled) on the 
Copy Request page) 

 Attendees 

 Allocations 
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 Latest comment 

 Other fields, like the Purpose, Start Date (based on the Copy Request 
page), custom fields, Travel Agency (the system first uses the agency from 
the source request; if not available, the system searches the Employee 
profile), etc. 

 
Information NOT Copied 

 
The following information is not copied from the source request: 

 Attachments (images) 

 Workflow 

 Audit trail 

 Any other information related to a policy that is no longer the user's current 
policy 

 

Section 27: Delete Requests and Expected Expenses 
 
Delete a Request 

With the request open, click the delete icon, , located next to the request name 
and amount. 
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This message appears. 
 

 
Click Yes. The request and its expected expenses are permanently deleted and 
cannot be recovered. 

 
Delete an Expected Expense  

Expected expenses can be deleted from either the Expected Expenses 
page or the expected expense details page. 

 
On the Expected Expenses page, select the desired expected expense(s) and then 
click Delete. 
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This message appears. Click Delete from Request. 
 

The selected expected expenses are permanently deleted and cannot be 
recovered. 

 

On the expected expense details page, click the delete icon, , located next to the 
expected expense or segment name and amount. 

 

This message appears. Click Delete from Request. 
 

The expected expense is permanently deleted and cannot be recovered. 
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Section 28: Close/Inactivate Requests 

If your organization allows requests to be closed or inactivated and a request is 
eligible to be closed or inactivated, the Close/Inactivate Request button is 
displayed on the Expected Expenses page. 

 
This action removes the request from the user's list of requests. For example, a user 
may want to remove a cancelled or zero-balance request. The user can also close a 
request that still has a balance. For example, assume the request was approved for 
$800 for airfare but the airfare expense was actually $760. The user likely will not 
use the balance so the user can close the request. 

 
With the request open, click More Actions, and then click Close/Inactivate 
Request. 

 

 
This message appears. 

 

 
Click OK. Clicking OK reduces the balance to zero and removes the request from the 
list. 
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Section 29: Cancel Requests 

If your organization allows requests to be cancelled after submitting a request for 
approval, the Cancel Request button or the Cancel Request selection on the More 
Actions menu is available on the Expected Expenses page. 

 

NOTE: The request's current status and the other actions available to the request 
determine whether the Cancel Request button, or the More Actions menu with the 
Cancel Request selection is displayed for the request. 

 

 

With the request open, click the Cancel Request button, or click More Actions, and 
then click Cancel Request. 

 

The Cancel Request dialog appears. 
 

In the Comment field, enter the reason for cancelling the request and then click OK. 
Clicking OK changes the request status to Cancelled. 
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Section 30: Recall Requests 

If your organization allows requests to be recalled after submitting a request for 
approval and/or after a request has been approved, and the request meets the 
criteria for being recalled, the Recall button or the Recall selection on the More 
Actions menu is available on the Expected Expenses page. 

 

NOTE: The request's current status and the other actions available to the request 
determine whether the Recall button, or the More Actions menu with the Recall 
Request selection is displayed for the request. 

 

 

With the request open, click the Recall button, or click More Actions, and then click 
Recall. 

 

This message appears. 
 

 
Click Yes. Clicking Yes changes the request status to Returned. 
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A user can recall a request after it is submitted but before it is approved. If the 
workflow allows or requires more than one approver, then the user can recall the 
request until it is final approved. 

 


